3/28/2005
JOB AID

INITIATE A
JOB CODE AND POSITION NUMBER REQUEST
FOR A Non-WIiTS HR ACTION

CASE SAMPLE

1. HR SPECIALIST

1. HR Specialist initiates a Job Code and/or Position Number Request from the WiTS Action
Initiation area of the work page only for HR actions that are not currently available in WiTS.

IMPORTANT NOTE: Only use this process to initiate a JC/PN request if it relates to an
HR action type that is not currently available within WiTS. JC/PN requests associated
with available WiTS HR Actions (i.e., Recruit/Selection; Career Change; Classification;
Change in Work Schedule/Hours; Resignation) MUST NOT be initiated using this
procedure, instead they can only be initiated from within that WiTS HR action process.

a. Click on ‘INITIATE JCPN?’ to initiate a JC/PN request for a non-WiTS HR action that is
not currently entered in WiTS but that may require a Job Code or Position Number request to
complete. Examples of HR Actions where no workflows are currently available in WiTS
include:

0 Realignment

Extension of appointment

Title 42 Senior Scientific

Correction

Cancellation

O o0O0o

@ OWITS Action Initiation
a Name Description
[l HE s ok floeey Process for initiating support requests for QuickHire, Quick Classification, Portal, WiT!




b. Enter the relevant information for the type of action requiring this JCPN request into the
mandatory and non-mandatory fields as appropriate. Note that the Action Type field
automatically shows “Initiate JCPN”.

- Microsoft Internet Explorer

@) B¢ @0 o ||[=== x

wcen |

NG T T )

DHESMATIONAL INSTITJTES OF HEALTH

0 ? Office of
/ Human Resources

Pzriners in Science

JCIPN Requestor

TRANSACTION INFORMATION * Required fields
WITS # AO's Email Address* Action Type* Date Recv'd in HR* Date Entered

4537 sp4Te@nih.oov Initiate JCPM || 0211152005

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

Prionty

HR Assistant* Porter, Sharon HR Specidist* Forter, Sharon HR SPA* Forter, Sharon -
Date Initiated /Sent Date Initiated/Sent
Date Returned to 10 Date Returned to 10

CURRENTEMPLOYEE/POSITION INFORMATION
Employee ID First Name Mi L ast Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster
Biologist

Position Number Job Code CAN

TK Number Base Salary Total Salary
Certificate Type Vice

NEW POSITION INFORMATIO N{Cornplete for any action where the Position Title, Series or Grade has changed, e.g. Career Changg

. < New Pay New New New New Pay New Pay
N Positi Titl
ewtasition Title Plan Series  Grade  Step Band Cluster

New Position
Number New Job Code New CAN
New TK Number New Base Salary New T otal Salary

ORIENTATION INFORMATION
L CSD Orientation Orientation Contact
A =T DD m Contact Phone Number

Fingerprints _ - .
Required bl | Orientation Location

COMMENTS

(0 3 = i (R JCPM Regquest for non-YWiTS extension action




c. Click on the JCPN tab to open the JC/PN request form. Greyed-out fields are auto-filled
by the system.

d. Select appropriate Request Type from the drop-down menu in the Request Section to
retrieve the appropriate forms to be completed.

2} Initiate JCPN - JC/PN Requestor - Microsoft Internet Explorer =18
-
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Persormel Action Mai ICPH

»7 Job Code/Position Number Request Form S
OFR & (£

e kP Infirmation Track g syites

Request Section- (7o be completed by the CSD Branches)

Reason for Request: IInitiate JCFMN Request Type:*

Requestor's Mame: I_tﬁ IC/CSD Branch: IOD,-fEI— l—;l
Phone Mumber: I— Fax Murmber: I— 1C Request P Request:®
Employee Mame: IW Employee 1D: l—

FProposed Effective Date: IW F CRADA Positions: Mo =

. Date Sent to Branch
Branch PM Reviewer I PM Reviewar I

Position Management Team Section- (7o be completed by the Position Management Team)

PM Team Issuer I # of Submissions to PM Team ID
Date Sent to PM Team I Date Completed By PM Team I
Date Sent to PM Team Assistant I Date Returned From PM Team Assistant I

Comments

Comments

=
=




1) Choosing Job Code (only) opens the Job Code Information Section as shown below.

Job Code/Position Number Request Form

OHR @& (¢

Request Section- (7o be completed by the CSD Branches)

WITS # |458?

|Initiate JCPN

IGibson, James A
Proposed Effective Date:  [03/2072005 [—]

Reason for Request:

Reguestor's Mame: IC/CSD Branch:

Phone Mumber: Fax Mumnber:

Employes Name: Employes ID:

CRADA Positions:

Date Sent to Branch

Branch PM Reviewer PM Reviewer

equest Type:

IJDb Code 'l

IC Request:*

Create
Activate
Inactivate

Job Code Information Section- { 7o be completed by the CSD Branches)

Job Code Mumber

Official Position Title Description |

Occupational Series(4-digit code)

Pay Plan

=l

Manager Level (Supervisory Level) I

FLSA Status 'l Salary Grade

Pay Basis (PAPDPH)

Functional Classification Category |

Special Pay Table (if applicable)

Position Management Team Section- (7o be completed by the Position Management Team)

I # of Submissions to PM Team
I Date Completed By PM Team
l— Date Returned From PM Team

Assistant

I Job Code Decision

PM Team Issuer

Date Sent to PM Team

Date Sent to PM Team
Assistant

Job Code Mumber

o
——
——

Created new job code ﬂ
Incomplete request - return to requestor for correctionfinfarmation
Reviewed position record - no request/action necessany =l

Comments

comments

=
=




2) Position Number (only) opens the Position Number Information Section as shown below.

Job Code/Position Number Request Form

OHR @& (¢

Request Section- (7o be completed by the CSD Branches)
|Initiate JCPN

IGibson, James A
Proposed Effective Date: IDS;’ZD,-"ZDDS — CRADS Positions: Mo -
l— Date Sent to Branch

PM Reviewer

WITS # |458?

equest Type:

IPDS\tiDn MNumber 'l

PMN Request:*

Reason for Request:

Requestor's Mame: IC/CS0 Branch:

Phone Mumber: Fax Murnber:

Employes Name: Employes ID:

Inactivate
Modify
Correct

Branch PM Reviewer

Position Information Section- { 7o be completed by the CSD Branches)
Pasition Mumber I

Official Supervisor Position Mumber (Reports l—

to)

Mame and Title of Official Supervisor I

I jv

Full/Part-Time,/Intermittent

Regular Shift {if applicable)

Standard Hours {Per Waek)

i

Compensation Frequency (annual, Daily,

Position Ocoupied (Competitive/Excepted) Hourly)

I jv
Bargaining Unit I 'l

Comp Level Code (3 Digit Code)

Date Position Classified
Department (Admin Code)
Location Code/Position Location
Regular/Temporary (Position)

Exempt Type

Union Code (if applicable)
Target Grade of Position
Functional Sensitivity Code

Job Sensitivity Code

S
|

IN—NDn—CDmputer 'l
| =

Position Management Team Section- { 7o be completed by the Position Management Team)

FM Team Issuer

Date Sent to PM Team

Date Sent to PM Team
Assistant

Position Murmber

I # of Submissions to PM Team
I Date Completed By PM Team

Date Returned From PM Team

I Assistant
I Position Mumber Decision

o
——
——

Modified position number
Created new position nurnber
Inactivated position number

L L]

Comments

Comments

=
=




3) Choosing JCPN (Job Code & Position Number) opens both the Job Code Information
Section and the Position Number Information Section as shown below.

Job Code/Position Numb

er Request Form

OHR @& (¢

Request Section- (7o be completed by the CSD Branches)

WITS # |458?

[Initiate JCPN

——

Reason for Request:

Requestor's Mame: IC/CS0D Branch:

Request Type:*

IJC,-"PN 'l

FPhone Mumber: I Fax Murmber: I JC Request:* FPM Request:™
Employee Mame: IGibson, James A Employes 1D: I Creats
Activate
Proposed Effective Date: IDS,"ZD,-"EDDS ™| CRADA Positions: Mo = Inactivate
Modify
! Date Sent to Branch l—
Branch PM Reviewer I PM Reviewer Correct

Job Code Information Section- { 7o be completed by the GSD Branches)

Job Code Mumber

Official Position Title Description |

Occupational Series(4-digit code)

Manager Level (Supervisory Level) | j

jv

FLSA Status

FPay Basis [PA/FPD/PH)

Pay Plan
Special Pay Table (if applicable)

Salary Grade

Functional Classification Category |

Position Information Section- (7o be completed by the CSD Branches)
Pasition Mumber

Official Supervisor Position Mumber (Reports l—
)]

Mame and Title of Official Supervisor |
Position Occupied (Competitive/Excepted)
Comp Level Code (3 Digit Code)

Date Position Classified

Departrnent (Admin Code)

Location Code/Position Location | j
Regular/Temporary (Position)

Exempt Type

Full/Part-Time/Intermittent
regular Shift {if applicable)

Standard Hours (Per Week)

Compensation Frequency (annual, Daily,
Hourly)

Bargaining Unit

Union Code (if applicable)
Target Grade of Position
Functional Sensitivity Code

Job Sensitivity Code

It

I jv

[ H
—
|

IN—NDn—CDmputer 'l
| =

Position Management Team Section- { 7o be completed by the Position Management Team)

FM Team Issuer

Date Sent to PM Team
Date Sent to PM Team
Assistant

Job Code Mumber

Position Murmber

I # of Submissions to PM Team

I Date Completed By PM Team

l— Date Returned From PM Team
Assistant

I Job Code Decision
I Position Mumber Decision

o
——
——

Created new job code
Incomplete request - return to reguestor for correction/finfarmation
Feviewed position record - no requestfaction necessary

Modified position number
Created new position nurnber
Inactivated position number

L L] L Ll

Comments

Comments

=
=




e.

HR Specialist enters Job Code and/or Position Number request information as

appropriate. This is an example of a combined Job Code and Position Number request.

Complete the JC/PN form as appropriate for the related non-WiTS action. For example,
below is a request to activate a job code and modify a position number for a non-WiTS
HR action. Identify the type of HR action this request is for within the Comments

Section.

i/

s b information Dtk syates

Job Code/Position Number Request Form

OHR & (¢

Request Section- ( ¥fo be completed by the CSD Branches)

WITS # |458?

[Initiate JCPN
|3015941482
IGibson, Jarmes A

Reason for Request:
Requestor's Mame: IC/CSD Branch:
Fhone Mumber: Fax Mumber:

Employees Name: Ermployes 10

Request Type:*

IJC,-"PN 'I

JC Request:* PM Request:™

IOD,-"EI
ISDMBDMBW

Create

Proposed Effective Date: IDS;’ED;’EDDE — CRADA Positions: Mo - Inactivate Inactivate
kodify
] l— Date Sent to Branch l—
Branch PM Reviewer PM Reviewer Caorrect Correct
Job Code Information Section- (7o be completed by the CSD Branches)
Job Code Murmber 111111 Pay Basis (PAPDPH) P -
Dcoupational Seriesi{4-digit code) o401 Functional Classification Category |11 -Research j
Official Position Title Description IEIiD\Dgist Pay Plan G5 -
Manager Level (Supervisary Level) IBfNonsuper\/lsory j Special Pay Table (if applicable) I
FLSA Status Exempt Vl Salary Grade 09 =

Position Information Section- (7o be completed by the CSD Branches)

|99999999
Official Supervisor Position Mumber (Reports |33333333
o)

Position Mumber

Mame and Title of Official Supervisor |Sal|y Jones, Lab Chief

I Competitive = l

993

I— F
IHNAM4

|240130031 - Bethesda

ITempDrary -

fA A

Position Qecoupied (Competitive/Excepted)
Comp Level Code (2 Digit Code)
Date Position Classified

Department (Admin Code)

Location Code/Position Location j
Regular/Temparary (Position)

Exempt Type

—
—

Full/Part-Time/Intermittant
Regular Shift {if applicable)

Standard Hours (Per Week) 40

IAnnuaI 'l

IBBBB 'l
I—
1=

INfNonfCDmputer 'I

I‘I Monsensitive

Compensation Frequency (annual, Daily,
Haourly)

Bargaining Wnit
Union Code (if applicable)
Target Grade of Position

Functional Sensitivity Code

[

loh Sensitivity Code

Position Management Team Section- ( fo be completed by the Position Management Teamt)

PM Team Issuer

Date Sent to PM Team

Date Sent to PM Team
Assistant

I Job Code Decision

Job Code Mumber

I Position Mumber Decision

Position Mumber

I # of Submissions to PM Team

I Date Completed By PM Team

l— Date Returned From PM Team
Assistant

e
——
——

Created new job code
Incomplete request - return to requestor for correction/information
Feviewed position record - no request/action necessary

Modified position number
Created new position number
Inactivated position number

[KIIC J NN

Comments

Extension of appt for 1 year
Comments

Bl
[




f. HR Specialist selects “Initiate JC/PN Request” and clicks on r:?’ to forward the action
to the Branch Position Management Reviewer’s worklist.

|Initiate IC/PH Request v | CJS

2. BRANCH PM (POSITION MANAGEMENT) REVIEWER

The HR Specialist, who has been designated as the Branch’s PM (Position Management)
Reviewer, receives e-mail or WiTS pop-up window notification that a new JCPN workitem has
been received.

L BizFlow Mot o ]

(((g I ew warkltem has arived|

Procesz iz Request for Job Code / Position Murnber
Activity iz Branch Pozsition Management Beviewer
|mitiator is Parter

Title iz HR Specialist

Organizational Unit ir HRC-Bethesda

| Index: 1 | Total: 1

B W @ % A X




a. The Branch PM Reviewer opens the JCPN action to retrieve.

b. Review for accuracy and completeness and edit, if necessary.

3 Reql&ast for Job Code / Position Number - Branch Position Management Reviewer - Microsoft Internet Explorer == Iﬂ
Send to Pnsitinln Manager ¥ & @ | |J E | @ @ | o ° | | % @ X
PN
f/ m Job Code/Position Number Request Form ‘?ﬁ‘ 22
el f J OFR & (£
Request Section- (7o be completed by the CSD Branches) WITS # |458?
Reason for Request: IInitiate JCPMN Request Type:™

Requestor's Mame: IPDrter, Sharan IC/CS0 Branch: IOD,."EI IJCIPN 'I
Phone Mumber; |3015941482 Fax Mumber; ISDMBDMEW 1C Request;* PM Request:®
Employes Name: IGibsDn, Jarmes A Employes ID: I
Proposed Effective Date: IDS,"ED,-'?DDE . CRADA Positions: Mo =

. l— Date Sent to Branch l—
Branch PM Reviewer FPorer, Sharon P Reviewer 0341/2005 05:59 P

Creats
Activate

Inactivate

Carrect

Job Code Information Section- { 7o be completed by the GSD Branches)

Job Code Mumber 111111 FPay Basis [PA/FPD/PH) Pa -
Ocoupational Series(4-digit code) 0401 Functional Classification Category |11 -Fesearch j

Official Position Title Description |El|0\0g|st Pay Plan GS -

Manager Level (Supervisory Level) |B—Nonsupervisory j Special Pay Table (if applicable) I
FLS& Status Exernpt 'l Salary Grade 09 -

Position Information Section- { 7o be completed by the CSD Branches)

Position Mumber IEIEIEIEIEIEIQQ Full/Part-Time/Intermittant IFuII—Tlme 'l
&f)ﬁcial Supervisor Position Number (Reports asaaaag reqular Shift (if applicable) |—

Mame and Title of Official Supervisor |Sally Jones, Lab Chief Standard Hours (Per Week) 40

Position Ocoupied (Competitive/Excepted) ICompetitive 'l ggznrxljye)nsatlon Frequency (Annual, Daily, IAnnuaI 'l
Comp Level Code (2 Digit Code) 9499 Bargaining Unit IBBBB 'l

Date Position Classified I — Uninn Code (if applicable) I
Department (admin Code) IHNAM4 Target Grade of Position 11 &8

Location Code/Position Location |24D130031 - Bethesda j Functional Sensitivity Code IN—NDn—CDmputer 'l
Regular/Temparary {Position) ITemporary - lob Sensitivity Code |1 Monsensitive j
Exernpt Type [lf -

Position Management Team Section- (7o be completed by the Position Management Team)

PM Team Issuer I # of Submissions to PM Team 1]

Date Sent to PM Team I Date Completed By PM Team

Date Sent to PM Team l— Date Returned From PM Team l—
Assistant Assistant

Created new job code

Job Code Mumber I Job Code Decision Incomplete request - return to requestor for correctionfinformation
Reviewed position record - no request/action necessany

Modified position number

Fosition Mumber I Position Mumber Decision Created new position number

Inactivated position number

L L] L L]

Comments

Extension of appt for 1 year =]

=

Comments




c. Branch PM Reviewer selects “Send to Position Management Team” and clicks on C?? to
forward the action to the CSD PM (Position Management) Team to process JCPN request.

ISend ko Posikion Managemnj ds
I

3. HR SPECIALIST

HR Specialists receive email notice that the JCPN request has been submitted to the CSD
Position Management Team for action.

B WiTS - Your Request for Job Code / Position Number, 4587 - Message (HTML) -0 x|

File Edit Wiew Insert Format  Tools  Actions  Help

i a Reply .»_%‘Replytn.ﬂl_l b Forward | (= B b | Li‘} A3 K| e~ - N IQ)B

From: sp47e@nih.goy Sent:  Mon 3/14/2005 1:16 PM
Tao sp47e@nih.gov; spd7ei@nib.gov
e

Subject:  WITS - ¥our Reguest For Job Code [ Position Number, 4557

-
Tour request for a job code fpostion number has been forwarded to the C3D FPosition Management Team on
03/14/2005 13:16:07.




4. PM (POSITION MANAGEMENT) TEAM ISSUER (CSD/OD)

a. The PM Team Issuer opens the Job Code/Position Number Request to retrieve.

b. Complete and issue the JCPN as appropriate. For example,

=10l

n Management Team - Microsoft Internet Explorer

||—d_|@, FIREIEIOIEEE:

JCPN | [

Job Code/Position Number Request Form

Request Section- (7o be completed by the 8D Branches)

OHR @& (¢

WITS # |4EB?

Request Type:*

IJC,-"PN 'I

1C Request:* PH Request:™®

[Initiate JCPHM

IPDrter, Sharon
I3El‘|5941482

Reason for Request:
IOD,-"EI
|3E|14EEI‘I4E‘I

Requestor's Mame: IC/CsSD Branch:

Phone Murmber: Fawx Mumber:

Employee Mame: IW Employee ID: I— Create Create
Activate

Proposed Effective Date: W F CRADS Positions: Mo = Inactivate Inactivate

Branch PM Reviewer  [PorenSharn | Dafe Senttoeranch  [giiangsossaEm s Consct

Job Code Information Section- (7o be completed by the GSp Branches)

Job Code Mumber W Pay Basis (PA/PD/PH) Fa -

Occupational Seriesi4-digit code) |D401— Functional Classification Category |11 - Fesearch ;I

Official Position Title Description IEIiDIDgist Pay Plan G5 -

Manager Level (Supervisory Lavel) |B—N0nsuper\x|sory LI Special Pay Table {if applicable) I—

FLSA Status Im Salary Grade 09 -

Position Information Section- { 7o be completed by the CSD Branches)

IBBBBBBBB
Official Supervisor Position Number (Reports |33333333
to)

|Sal|y Jones. Lab Chief

I Competitive * I

FPosition Murmber FullfPart-Time/Intermittent Full-Tirme 'I

Regular Shift {if applicable)

Standard Hours (Per Week) 40
Annual x I

Mame and Title of Official Supervisor

Compensation Frequency (Aannual, Daily,

Position Occupied {Competitive/Excepted) Hourly

Comp Level Code (2 Digit Code)

994

Bargaining Unit

Date Position Classified

=

Union Code (if applicable)

8888 'I

I

IHNAM4

| 240130031 - Bethesda, x|

ITempDrary 'I

Exempt Type [REE -

Department (Admin Code) Target Grade of Position

Location CodefPosition Location Functional Sensitivity Code

Regular/Temporary (Position) Job Sensitivity Code

MN-Mon-Computer Vl

|1 MNonsensitive

=

Position Management Team Section- { 7o be completed by the Position Management Team)

PM Team [ssuer

Date Sent to PM Team
Date Sent to PM Team
Assistant

Job Code Mumber

Fosition Number

IF’Drter, Sharon # of Submissions to PM Team

|E|3,-"'I 472005 01:16 Phd Date Completed By PM Team

I— Date Returned From PM Team
Assistant

|111112 Job Code Decision
|99999992 Fosition Mumber Decision

R —
——
——

Corrected job code
Inactivated job code

Corrected position nurmber

Feviewed position record - no request/act

necessany

Comments

Carmments

Extension of appt for 1 wyear




c. PM Team HR Specialist selects “Request Complete — Send Email...” and clicks on CE‘? to
assign the final Job Code and/or Position Number for the action.

d. This sends an email notification to the requester and PM Reviewer and closes and archives
the completed request.

IRequest complete - Send Ej Eﬂ'}

5. HR SPECIALIST

HR Specialist and Branch PM Reviewer receive e-mail notification that Job Code/Position
Number request has been assigned/completed.

B WiTS - JC/PN Issued - JC/PN - Message (HTML)

! File Edit Wiew Insert Format  Tooks  Actions  Help

| gReply | C@Replyto Al | CgFormard | (S - | | W [ S 3 X | 4 - @ - A7 @JH

From: sp47e@nih, gov Sent:  Mon 3/14)2005 1:23 PM

To: spd7e@nib, gov; spd7e@nib, gow
[ eH
E Subject:  WiTS - JC/PM Issued - JCIPR

Tour action, WiTs # 4587, JC/PH, has been 1ssued as follows: Activated job code, Modified position number,
Lctivated posiion number, Updated Feports to' field in posiionfemployee records,

Job Code Issued: 111111
Paosttion Mumber Tssued: 99999999|

a. To view the completed JCPN Request form, HR Specialist:
0 Locate the WiTS JCPN Request within the Archived Bizcove of the work page.
o0 Click the checkbox next to the appropriate WiTS JCPN action.
0 Click on “Detail” button
o Click to check the last completed activity checkbox in the pop-up window
0 Click the “View” tab.
The completed JCPN Request form opens. This form cannot be edited, but user can review,
print, and/or save it if needed. For example,



I/

e b infirmation rackig syites:

Job Code/Position Number Request Form

OFR @ (¢

Request Section- (7o be completed by the GSD Branches)

Reason for Request:
Requestor's Mame:
Phone Mumber:
Employes Mame:

Proposed Effective Date:

|Initiate JCPN

T a——
T —

Branch PM Reviewer

IPorter, Sharon

IC/CSD Branch:

IOD,-"EI

Fax Mumber: |3014BD1461
Employes ID: I

Mo -

IDS,-"H,-"ZDDS 05:59 Ph

CRADA Positions:

Date Sent to Branch
PM Reviewer

WITS # |458?

Request Type:*

IJC,-"PN 'l

1C Request:* PM Request:®

Create Create
Activate Activate
Inactivate Inactivate
hodi

Correct

Job Code Information Section- (7o be completed by the CSD Branches)

Job Code Mumnber

Occupational Series(4-digit code)

|111111
|D4D1

Pay Basis (PAPDPH)

Functional Classification Category

P& ¥

|11 -Research

Official Position Tide Description |Eli0|0gist Pay Plan G5 =

Manager Level (Supervisory Level) |8—N0nsuper\xisory j Special Pay Table (if applicable) I—

FLSA Status Im Salary Grade 09 -

Position Information Section- (7o be completed by the CSD Branches)

Position Murmber W Full/Part-Time/Intermittent lm

1(:Z)Df')ficial Supervisor Position Mumber (Reports W Regular Shift (if applicable) l—
Marme and Title of Official Supervisor |Sally Jones, Lab Chisf Standard Hours (Per Week) lélﬂ—
Position Occupied (Competitive/Excepted) Im ng:ye)nsation Frequency (Annual, Daily, Annual =

Comp Level Code (2 Digit Code) 999 Bargaining Unit IM

Date Position Classified I— F Union Code (if applicable) l—
Department (admin Code) W Target Grade of Position 1 -

Location Code/Position Location |24D130031 -Bethesda j Functional Sensitivity Code IW
Regular/Temparary (Position) W Job Sensitivity Code |1 Monsensitive j
Exempt Type M e ———

/

\

N\

Position Mana

IPorter, Sharan # of Submissions to PM Team
IDS,H 472005 01:16 Prd Date Completed By PM Team
I— Date Returned From PM Team

Assistant

|111111 Job Code Decision

e Sent to PM Team

Date Sent to PM Team
Assistant

Job Code Mumnber

|99999999 Paosition Murmber Decision

Position Mumber

Team Section- (7o be completed by the Position Management Team)

|1
IDS,H 4/2005 01:28 PM

eponts to' field in position/employves records
Fewviewed position record - no requestfaction necessary

Corrected position number

Extension of appt for 1 year
Comments

=
=

/




	1. HR SPECIALIST

